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Navigate to Nola.gov, then use the scroll bar to scroll to
the Most Requested Services.
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Click BRASS Supplier Portal.

Most requested services

©

CITY HALL
City Hall Hours

Monday-Friday
8:00AM-5:00PM

=

BRAKE TAGS
Cost

Locations
What to expect

$

PAY TAXES

Sales/Use/Parking Tax
Property Tax

3n

Submit a request online
Look up a request
Explore all requests

Frequently asked questions

=
GET PERMITS

Business permits
Building permits
Residential permits

Event/Film permits

=

PAY TICKETS

Traffic tickets
Parking tickets

&

BIDS & CONTRACTS

I BRASS Supplier Portal
Search contracts

(o]

JOBS WITH THE CITY

Find unclassified jobs

i

TRASH AND RECYCLING

Residential trash and recycling schedule

Geta bin




Click Sign in or Register, then click Sign In

&
VICES SYSTEM

lisition, and Accounting Services System

Supplier Portal

v

Portal for the City of New Orleans

“his is the supplier portal for the purpose of doing business with the City of New Orleans. This website is FREE to all suppliers. Reminder that the City of New Orleans procurement activities are subject to the Stg

rdinances and policies, as well as applicable federal statutes as directed by grant providers

viously created a BRASS account can access their information using the “Sign In” option in the upper right hand corner of this page

z2d to create a BRASS account can do so by clicking the “Register as a Supplier” link below.

viewed as possible sources; howsver, enroliment does not guarantee your automatic inclusion as a bidder/respondent for all applicable sclicitations

lore info about BRASS | Guide to Procurement with the City | Supplier FAQ

mne users

w to Register as a Supplier.
e Terms and Conditions, then click Next.
art o i

. Bid Opportunities

Opportunities to bid

To search for open solicitations, please click on the below link.

ver Contracts

Looking for contracts?

You can search and view contracts at contracts.nola.gov

& Sign in or Register

Sign in or Register

Louisiana

Click here. When the drop down
menu appears, click Sign In




Enter your log in information, then click Login.

User Name *

Password ™

Enter your login information ]

Reqgister a new userForgot your password?

Copyright @ 2017 Infor. Al rights reserved.
www.infor.com




Order Management - *erformance My Account

Supplier Portal

_ Create Invoices
Instructions Andg

Refresh

Instructions And
Click Order Management then
click Create Invoices.

[rl,




Select the Service Contract radio dial.

Create Invoice

]

* Select The Type Of Invoice You Will Be Creating: O Expense Q PO Hall:h Service Contract




Complete all fields on the Create Invoice page.

infor Supplier Fortal

v

Create Invoice

alL

Company

Invaice Number

Service Confract

Enter your Invoice Number ]

Click the Service Contract look-up button to select
hE your PO. DO NOT type in the PO number.
20-03-0010 If you enter your Service Contract number manually, the
1= -_—

system will not properly link your invoice to the correct
contract, and our Accounts Payable team will not be

~\able to see your invoice.

Refresh 4
Contract a Working Contract ID Mame Expiration Date -3
= () i =

1454

By
1454 Select your Service Contract from the list that .
displays.




Continue completing the Create Invoice page.

Create Invoice

Enter your invoice date ]

Company: 100
Invoice Number: |[20-02-0010
Service Contract: 1454 =

|:| Select To Create Details Fi pen Contract Lines; Otherwise, You Will Be Asked To Select Wh

Description: | Phase ia & Il Consulting Enter the invoice ]
Invoice Date: [ 3/4/2020 = amount
Your submittal must include a
copy of your invoice.

Invoice Amount 57031 .Dl]|] .
N Click the folder to attach an
Attach a scanned copy of the invoice . . .
\, image of your invoice.

Invoice Image: = T

Optionally attach a scanned proof of delivery document

Proof Of Delivery: =

Click Next when you're done. L

J — . .
Previous




The Portal displays all Available Contract Lines.

[ N
Click the appropriate line and enter the Unit Cost
(Amount) you are invoicing. If you are unsure which line
to select, contact the City department representative

who requested services from you.

.

infor Supplier Portal «

(2] Events ~ Order Management = Performance

Create Invoice

Invoice Entry 4 Service Contract Information

Contract Lines

Delete | Open | Search

Contract Line Enter Invoice: Detail
[iem Number Description uomM Semwvice Code Amount Remaining Quantity Remaining Unit Cost Total Distribu
Phase la EA Amount 27.322.00 1.0000 | 19837.00]| I
Phase Il EA Amount 141,838.00 1.0000 0.00
Phase IVa EA Amount 141,838.00 1.0000 0.00
Phase IVD EA Amount 23,552.00 1.0000 0.00
Phase Va EA Amount 141,838.00 1.0000 0.00
Construction Closeout EA Amount 23,552.00 1.0000 0.00

The Save button will become available
after you make a change. Be sure to
click save when you are done editing.




The Portal now advances to the Submit Invoice section.

Create Invoice
Invoice Entry v Service Contract Information v 4 Submit Invoice

Submit Invoice

Company: 100 NOLA AP Company
Invoice Number.  20-03-0010
Invoice Amount  57,0231.00

Total Detail Amount  57,031.00
Click the Submit button to submit this Invoice immediately.

Click the link below to view the invoice

View Invoice

Click the View Invoice link to review the
information you entered.




The Portal now advances to the Invoice Information
section. The Main tab is displayed and it shows general
iInformation about your invoice.

Invoice Information

Click the Service Contract Detail
tab to review the Contract lines

Submit oo s . e
youre invoicing.
| Main
Service Contract Detail General Information
Company 100 MOLA AP Company
Vendor: 5154 Tanya Barmes & Associates, Inc
Invoice:  20-03-0010 Invoice has not been submitted
Invoice Date: /442020 Due Date: 4102020

Invoice Amount  57,031.00

UsD




The Portal changes to the PO Detail section.

infor Supplier Portal w

f, Evenis - Order Management ~ Performance

Invoice Information

Main
Invoice Quantity Unit Cost  UOM

| Service Contract Detail Contract L Description
= = = ), Bt
1 1.00 19,837.00000 EA
2 FPhase Il 1.00 37.194.00000 EA
Total
Records Per Page: 10
Review the information presented. If you N

need to make corrections, you can do so
here. Remember to click Save if you edit this
information.

\. Click Submit when you're done. Y.




You just submitted an invoice to the City. You can now
review invoices you've submitted or continue working on
Invoices you have not yet submitted.

Click Order Management then click Manage
Self Created Invoices.

Manage Self Created Invoices

PO Details

100

Vendor: 5149




You can now review all of your invoices.

The Unsubmitted tab is displayed Click
Submitted invoices to review invoices you've
already submitted.

Unsubmitted Invoices Submitted Invoices

Unsubmitted Invoices

Create Invoice For Supplier Update Invoice View Invoice Delete

Invoice Number Invoice Date Due Date

®) = =i = =




